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SF 52 Checklist 

EntryGrade(s)IFuiPerfanunqLftlelofPosltlom _a_:~_.s_-_1...;..~---------------Functlonllllltle(e.g.. On-Scene Coordinator, PO, RPM. Accountant): ----------------d!~(=~~~~!t1·--~~~'i/ lsthll.,.......oneolthefollowfl• lhllthu..._ prall••••.....a v.a No)i3 If you~.,.,-please sldpal renalning quatlons. sign and'*"- rM kwm. 
0 On-Scene Coonlnator (High IUsk) 0 Contract Speciallsa (Model ate IUslc) 
0 RemeciAI Project Manager (Moderate Risk) 0 Gtants Spedallst-GS 12 and below (low Risk) 
0 RCRA Con'ectlve Action Oftlcer (Moderate RJslc) 0 lnspectDf (Moderate Risk) 

0 Glancs Speclallst-GS 13 and above (Modena Risk) 0 Attorney (Moderare Risk) 
0 Crimlnll ~(High Risk) 0 Grants Project Officer (Modena Rlslc) 0 Concract Prcjlct Oftlcer (Moderate RIJt) 

0 Deputy DMslon IJirec:tr:w (High RJslc) 0 SUpervisor d High Risk EmployHs (High RJslc) 
Dltec:dol• far Ql 11lhM 1-131 ~all.,.,.... questions. ffK questionS tJIISrlleted .,_-died oflrflms rttar ""'* Wll•u~paiGtfotlls 
~atflldladdhlonal ptJtJGI/needlrL 
(11 ~IICCaatDd1-*!ft .. addarMIIJitlwle .. •llldonor......,.... V.lil NoD 0 Seem 

0 Other Information that If compromised could cause hlnn 
0 Top Secret 

0 Audits 0 Penonalty Identifiable information 0 II'MtStlgadans 0 Proprietary lnbmatlon 
0 EPA's fiNndal resources/records 

ill Confidential business lnlonnadon 
Hllarda•or....,..l'll8tlllflll(nuc1Mr.blalaglc.t,ar~ V..O Nojl ~~~-e~l -----------------------------------
(2)11ak.-ftMI rhn'lhnrorauthoiita11MreconiiMIIdlldOIIII.Incl I IOMSthat...,hnladiNCt..,_.onheeldtMCI...,.. 
Y•O Noja 

(3)SupenW..Iewl.....,.. 
0 Close supervision 
Jl General supemslon 
0 Administrative only 
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Extramural Resources Management Duties Checklist This ch«ldist ntiiSI be u.ud with aU Pin to identify the perc:mt~Jge of time an employee is engaged ill dlltiu relaud to manDging 

cOtltrrzt:U, grr:llll$, cooperative agrumenu, and interagency agreemenu. For positiolu requiring performonce of these dutiu for 25~ 

or more of the employees~ ill addition to thU ch«ldist. .such dMtia 1PJIUt also be described in the body (llflljor duJln liiWI) of the 

PD. . 
IIIIWIIIInoUVII 

~e>.Q~~~~s(:~ -· . 
.----·~ o1 Time Spent on---··-- ~·noes Management 

Name 
->M'J.~':'O ' This IJUi:MIIUII haS 00_U~C1111Uraf ~II'I'AQ 

l ~~-· 
'(..r 

rU;:NIJUII NumhAr 
X Total uAucu •• urat ~~rr.~ :duties IV'I'II"" less than 25% ot time. TiUe S~ry Ute Scientist 

Total uA.rarnural resotur~ IIICJII ··•duties nr.nmu 25% to SOO/o of time. _These duties are ... below and In the II .... .... GS.Q401·14 
Total UAucuuural resov~ •ucuaaUUJIIII:IIit duties nr.nJnV more than 50% of time. Th884J duties are II ~and In the J,I\A:MUVII 

IWhenthla : Ia used aa an-·-· :to• -·.--.,the ... -... .,._.._ .... • I Z--C~ Date 9/a/ Jo - -• -- ftl ·-I 
Date 

Plllt 1. :OUU. 

&, 

and 
_._ 

IICII- of 
... .... 

IIIII_.,. I~ after award 
Plans Prnt't' 

. SCOPe of work for work 
r::~•;.. ·-Costs ... rAft•-· of ACH 

funding 'IAI'IIIIIIIUII'I:!II~ a 
JVICII"-riCJIGI<H~~II.., ~· Writes ... ,..,.,.,.,.,. ,...,. 9f work 

and k n. 
;of work 

Other (fist) L 

.to :. .:. 
'COli in .... )<J Conducts -b...tV.nof 

Writes reDOrtS on _ """'' fonnance, costs, 
: Cll i1 

and tasks Oth_., (lists) 

with work IIUO' .... ,....,. r.r, .......... 
r"'"U1' 'cost ~nting 

.... ... ... 
~ ... . 

, to I Officer in 
'IVYouao 

.... 
UVHY""' Y orders 

setting cfaims , ....... rt; .. au.· work plans 
Other (list) l.iYIIU~ 'repor1S - L 

'of Til ne Soent ,n 'cost m' ,_. and overalt I 
/.6 

wa• I of : after award I ,% 

r.nntln.,.,., 



l Part2. 
DutJea ..b Grants :Office Of I 

I I I 

~blemsfiSsues
 

J 

I I Pf'e-ai)I)HcatloniAPIHicatlon: 
Participates in decisions/actions to ensure 

Pr~ soicitation for 
successful Droied comcietion and in decisions to 

ldentffles potential mantees for area of 
imPOSe sanctions 

emohasis 

. oavments requests or ACH drawdowns 

Makes initial determinations (whether project is Reviews reQl-:n• for modifications, additional 

Df'OC\JrQtllent or assistance whether aaencv has fundina. etc. and makes recommendations to 

leaal whether is eliQible. 
Grants Manaaement Office 

whether fundlna is available. etc.) 
Neootiatea amendments 

Provides administrative information to applicants Reviews CostiPriCe/Analvsis for r 
.. 

Determines ess of aDDIIcant's 
contractst ordersjSuQ9r

f~ only) 

w activitieslbuc:klet and compliance with When recommends termination of the 

r...,. llmilv\s and guidelines and negotiates changes I ent 
I 

with aQI:llicant 

Resolves with Grants ManaQif'l'lent Office 

Assists applicant 10 resolving 1ssues In application administrative and financial issues 

For ·~·' 
determines substantial Conducts J)81iodic reviews to ensure comotiance 

Federal involvement and d a condition for with ent 

aareement 

Other (list) 

Ne®tlates level of funding 

Cgrtducts site visits to evaluate 
.. Cao..out: 

.r-. Serves as resource to Selection Panel 
--enmes dellverables were satlsfactgry and tlmetv 

.)..c nforms ts d funding decisions 
Provides assistance to recioients and Grants 

OthE!f' (list) 

ent Office to ensure timely cfose.out 

Reconciles oavment with wak performed 

Award: 

recipient of close-out reouirements 

:JiltQC:lf'es fundin1tP_acka~. in
cludlno Decision :>btains leaal assistance if to resolve 

urn 

te close-out 

btains concurrences/approvals 
f project is audited. to issues and ensures 

>C eviewslconcurs in comDieted document 
.. comolies with audit recommendations 

Droiect file 
::>ther (list) 

~(list) 
ercentage of nme Spent on GrantaiCooperatl 

Prot-~ 
Admlnlatndlon: 

Monitors recioient's activities and_QnX.J'ess 

Reviews reoorts and deflverables and notifies 
J I.~ 'f4 

:<:A 

Provides technical assistance to r 
.. 

P.-t3 
,out ... 

,,.... reement: 

Monitors cost manaaement and overall technical 

X Plans and neaotlates work effort 
performance 

stimates costs 

Partlcioates in decisions about oroiect 

Jbtalns fmdlna commitments 
modifiCatlonllermination 

Prepares commitment notice 
Conducts review of Suoerfund State 

.~. Writes or reviews scooe of work 
:OOtracts oavments receipts (SunArfund ontvl 

ReSPOnds to ore- ent inQuiries 
lnsoects and accepts deliverable& 

es in pre-aCI'eement conferences 
Other (Jist) 

~oordinates with · te staff in develooina 

lode Government Cost Estimates (IGEs) Cloee-out: 

Negotiates and ensures execution of Superfund )o Reviews final reoort 

!State Contracts {Su~und only). 
Oecides on disbursement of ent 

' · ~·....,~·.os technical evaluation of work · d Reconciles.~Y''""'
· te with work oerformed 

budQet 

Reviews Su~ State Contracts to ensure full 

Preoares funding and obtains necessary reimbursement (Suoerfund only) 

concurrences 

Certifies deliverabtes 

Other (list) 

!Resolves close-out Issues with Grants Management 

Qfficelother agency 

Other (list) 

ProlectM Admina.tratlon: 

I Reviews progress reoortslfinancial reoorts ercentage of nrne Spent on Interagency Agreemema 

I 

'-'• 
L 

I /. 0 1% I 
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INSJBUCJ10NI 

I.IJEMS 

1) DUTY LOCATION: Show the geographical location of the position, e.g., Washington D.C., 

New York. NY, etc. 

2) POSmON NUMBER: To be completed by Human Resources Office or Shared Service Center. 

3) CLASSIFICATION ACT10N: To be completed by Human Resources Office or Shared Service Center. 

4) SUPERVISOR'S RECOMMENDAT10N: Show the title s81Vice (GS, WG, etc) series and 

grade recommended by 1tle supervisor. 

5) ORGANIZAllONAL TITLE: Indicate the organizational title of 1tle position if any, e.g., 

Division DirectOr'. Team Leader, etc. 

6) NAME: Name of Employee. If vacant, indicate "vacancy. • 

7) ORGANIZAT10N: Show the organizational designation of 1tle position starting with 

the first subdMsion under the EPA. Indicate the official organlmttonal code for the lowest 

approved organization. 

8) SUPERVISORYJUANAGERIAL DESIGNATION: To be completed by immediate supervisor. 

9) SUPERVISORY CER11FICAT10N: To be certified by the first and second line supervisors 

who are delegated the responsibility for assigning and reviewing work. Reference appropriate 

delegations, manuals, and guidelines for limitations on signatory authority. Approval by second 

line supervisors is not required if the immediate supervisor Is an Assistant Administrator, 

Regional Administrator or Laboratory Director. Signing 1tle position description is an important 

responsibility; any intentional false or misleading statement in 1hls description or willful 

misrepresentation thereto is a violation of the law punishable by a fine of not more 1t1an $10,000 

or imprisonment of not more than 5 years, or both (18 U.S.C. 1001). 

10) OFFICIAL CLASSIFICATION CERTIFICATION: To be completed by Human Resources Office or 

Shared Setvlce Center. 

11) REMARKS: To be completed by Hwnan Resources Office or Shared Service Center. 

II. ADDfDONAL !NSJRUCJJQNS 

Type 1tle duties and responsibilities of this position on plain bond paper and attach to this fonn. 

For specific instructions on how to complete this fonn, please contact your Human Resources Ottlce or 

Shared Service Center. 

Ill. DISTRIIUDQN 

' - -f. 

Original to otfteial position description file in the Human Resources Office. 

Copy to Official Personnel Folder (OPF) 

Copy to Employee 



PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 
Tbe primu'y parpoie ollbil posidoa is: To serve as a first Jevel supervisor, ~viding planning. directing. 
organizing, and exercising control over nousupervisory employees assigned to tbe Mining Section. The organizational location of this position is tbe Mining Section. Wetlands. Coastal & Oceans Branch. Water 
Protection Division. Environmental Protection Agery;;y, Rqion 4, .AtJanra. Georgia. 

ORGANIZATIONAL GOAlS OR OBJEC'I'IVES: 
The organizational goals or objectives of this position are to provide supervisory oversight for the administration of the 
CW A Section 404 Dredge and FiU program with an emphasis oa surface mining activities in the Region. 
DUTY I: 

37% Critical Plaas, orpai:r:es, aad dlreds tile lldtrities ol the MfDiDI Secdollt -Ina that lbe Sedloa consplies with lepl 
aDd regulatory ftqWisesaaewta aDd meeta c:ustoa.r needt. Develops goals and objectives that integrate 
organization and Section objectives. Resean:bea. interpret~, aoalyzes and applies the Sections of the Clean Water 
Act and guidance that are applicable to tbe Section. Establishes policies and procedures for accomplishment of all 
applicable programmatic C01IIIDitmelds and goals. Plana and scbedulea work in a manner that promotes a smooth 
flow and even distribution. Coordinates plans and scbedulea with other organization managers and customers as 
appropriate. Identifies need far changes in priorities and taka action to implemrm such cbaJl&el. PAw wort tg 6c 
auayr~~s~ur~ n .rp6mliMtq. ,. lllfllwlirutJrbolHm! prtprlllq. w,.,.., a"'rt• Aplrp wmt, 
su'Mn"Mk _, ,_,,. gmmtq«ge erlgritig gml mr'Htrpticm Df41ffkpltr w,,..,_,., q,_, ad tltqt 1M qpgicncc. trpjftiH. tuM a"''Wa gfltpffga dftsllrtlt rWlfrelte !!!f!l 1ll'lllllimdpa 
aM CNipJRir IIMia. '«"ern 'lllfriltHM,., ,,.,..,. Dddaerc. M4 dlrrrtle 91 • rilf llPfb g(Drftlcc 
aM FIJI tJdlrillq tutti qt/minfllrqllr« tqpg, Structures assigJIIltoeiiiS to create effeaive and economical positions. 
Coordinates with other organization managers and customers as appropriate. Reviews organization mission. 
ftmctiolls. and DWIIliDg. Identifies requiremenls and initiates requesas for additional resources including persom:tel, 
overtime, equipment, supplies, and space to ensure success in meeting goals and objectives. Provides advice to 
supervisor of significant issues and problems related to work accompl~ Establishes metrics and analysis 
systems to ellUe actioDS are timely and reviewed at critical points. Accepts. amends. or rejects work presented by 
subordinates. Petfoans self·inspectioo and presents detailed and comptebeosive report with any corrective action 
taken to supervisor. Follows-up to ensure complete and quality resolution of discrepancies. A3unn 4lfll twisa 
polidn iUIIl prHalluw alf«Mtl to foul twqllll illqlrtw• tpllll;lq, tbacUrwu,. 4114 ~of wt*. 

DUI'Yl: 

38% Critical Eserdses sopen1lory penoueiiDIIJIIIpmeat n:spolllihillti Advises and provides counsel to employees 
regarding pol.icies. procedures. and directives of management. S•~ or 1ftOIIflftDIIh s~• of ClllliJldaN•for 
~ promotiDJU, ddtlib, tmtl f'«<Ui&ltiiUJib ill~ of Ddll6 41lil ~tu, miuio• 
nqui:lut..., tmd EEO tlllll dheniq oiiJ•cthn. Dnmp, lfUitlUiu, dlllll~~r i.ltUI'prel6 p~ ~­
Explains perfonnaoce expectatioDS to employees and provides regular feedback on sttengtbs and weaknesses Holds 
employees responsible far satisfactory completion of wort assignments. Aqpmi.rg sultgallnqtt wqrka 
prrfomtlllf£1 «IIIMlinc coruistgcr W mdtr b! rpd!r lfclmlgpn. Recommends awards wben appropriate and 
approves within-grade increases. H«~ntJJul rnolvn n~~piDJ• compltlbt# tlllll ,.,,.,.. scrloua111tn66lll.d 
compltdlrU to higlur lnfl ""'"'f.,IIIL Initiates action to correct performance or conduct problems. 1!;/fm. 



STANDARD Pf.RSONNEL DOCUMENT 

mbuJr dbdplilwly ,....,... Sflda IU ,.,.,.u,piUfll ~ lllfll IWDMirUiftb aetio• Ua .... urUJQ 

disdpliNirJ ,...... Prepares doc:wnentaQon to support actions tWo. Iaflll/la .,.,_ melo,....., '"-. 

4llll proridn or arnueca for~ (/IH'IIflll tUtil o•IIN-Jot) to 11111illtllill t11t11 blrpi'ON )oil JHI'font~t~~CC#. 

Encourages self~ Approves master leave schedule assuriDI adequate coverage for peak workloads and 

traditional holiday vacation time. DemonstrliCa sensitivity to ideas of subontma.es. Promotes an environment in 

wbidl employees are empowered to participaae in and contribute to effective mission aa:ompliabment. Discharges 

security responsibilities by ensuring education and compliance witb security directrlea for employees with access to 

classified or sensitive material. Recognizes and taka action to conect situations posing a tbreat to tbe bealtb or 

safety of subordinates. Applies EEO principles and requimnents to all personnel rnanagemem actions and decisions. 

and ensures all persoond are treated in a manor:r free of discrimination. Periodically reviews position descriptions to 

ensure accuracy, and the most effective utilization of personnel resources. Explains classification determinations to 

subordinate employees. 

DUTY3: 

Represellta tbe AaeDCJ with a nriety of iastalladoa ud fD:Dcdoaal uu orpaizadol& Establishes, develops, 

and mainlaills effective working relationships with hi&b level officials within and outside of the Division and Region 

and in EPA Headquarters; higb level officials of other Federal. state and local agencies; key representatives in 

private industry or public municipalities; engineering and enviromnent.al consultants; and officiala in National, state 

and local enviromnental and public action groups. Meets with key customer and coordinatin& officia.ls to assess 

customer satisfactioo, explain organization policy and procedures, and resolve problems that arise. Provides 01' 

ensures tbal subordinates provide customer guidance and training. Panicipales in special projects and initiatives and 

perfonns spec:ial assignments. Identifies me need for special projeas and initiates milestoDes and goals. Evaluares 

reports by analyzing facts and perfonnina appropriate research and prepares detailed responses. DetermiDes 

appropriate recotDJDeOdatioos for unresolved or questionable problems and perfonos foUow-up. Researches and 

determines or tee0111mends approprim: actioos or interpretation of issues that impact organization. installatino, 

command. or agency. 

1. Knowledge of Dredge and Fill program. 

2. Knowledge of the Clean w 8ft:r At:.t is beneficial. 

2. Knowledge of safety and security regulations, practices. and procedures. 

3. Ability to plan, organize. and direct tbe functions and stUf of a small to medium sized organizarino. 

4. Ability to conununicare effectively, both orally and in writing. 

SUPEJlVISORY CONTROLS: 

The Section Chief exercises supervision to accomplish Section work plans. goa.la and objectives and regulatory 

requirements.. Incumbent plans work to be accomplished by subordinates and sees and adjusts priorities. Work is assigned 

to individual staff nieohs or workgroups. The Section Chief ~ws final work products and approves them or forwards 

them on for Branch Chief or Division Director approval if appropriate. 
. .'!> 

~CATI
ON~ 

Factor l, Program Scope aad Eft'ed 

DATE: 5 

Levell-3_ 550Points 
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.. 

STANDARD PERSONNFL DOCUMFNf Number; 
The lncumbeol o~ tbe Section's programs wbicll encompass all of the Southeastern United States (Region 4). The ponions of major programs peafonned within tbe Section are of a complex. tinanciaJ nature. significandy impacting tbe conduct of Branch. Division and Regiooal Ageaq business with odJer state and local gc>'lelDIJieDtS and municipalities, and segmeoU of tbe regulated coiDIJlUIIity and the general population witbin tbe Region. 
Factor l, Orpaizadoaal Setdaa Level2-2 250 Points The employee is accountable to the Wetlands. Coastal and Oceans Branch. a position that is one lc'lel below theSES Watel' Protection Division Director. 

F.aor 3, Supenisol'J aud Managerial Antbority Exercised Level 3-2c 4.50 Points The incumbent plans and schedules work to be accomplished by subordinates. sets and adjusts sbort-cenn priorities; assigns work in consideration of employee skills and mission requirements, develops performance standards and rates subordinates' performance; advises employees on work and administrative matters: implements metbods and procedures to improve organizational performance; and idemifies and provides for employee training and deYelopment. 1be employee also recommends selectioo of candidates for positions: recoDliiJellds position structure changes; takes disciplinary actions and bears and resolves formal employee complainls and grievaoces as delegated by higher level management; and assesses and revises policies and procedures as needed to find ways to improve quality, timeliness, and efficiency of work 

Factor 4, Penoaal CoDUda 
Subtactor 4A· Nature of Contacts Level4A-4 100 Points Personal contacts include high le-..el officials within and outside of tbe Division and Region and in :EPA lkadquarten; high level officials of other Federal. state and local agencies; key represeot.ative in private industry or public IJlUilicipaliti engineering and environmental consultants; and officials in National, stale and local environmental and public action groups. Such contacts may involve telephone or penooal contacts, small group meetings and public meetings or presentations. 
Sublactor 48-l'arpolle ol. COIIUds Level 48-3 100 Points The J!WliOse of contacts is to justify, defend. infonn 01' negotiate in repmJeDtiDa tbe Section. in obtaining or cotDIIlittiog resources. and in gaining compliance with establisbed policies or regulations. Contacts often inwlve acti-..e participation in conferences. meetings, audita or presentations involving problems 01' issues of considenble consequence or importance to the Section's funcdons. 

Factor 5, Dimculty of Typical Work Diredl!d Level 5-7 930 Points The position is responsible for providin& direc:tioD and~~ ovu work at tbe GS-12 which best clwacterizes tbe nacure of tbe basic, mission oriented, oonsupuvisoty wOrk performed in tbe organization and which CODstituteS 25 pm:ent or more of the workload (not positions or employees) of tbe organization. 
Factor 6, Other CoiiCIItloM Level ~5 1225 Points The wort supervised or overseen involves clerical, tecbnical. professional. 01' other support wort comparable to GS-12 grade le"Jel, tbat requires identifying and inlegratins significant internal and extcmal program and policy issues affectin& tbe oYCrall organization. such as those involviDJ tecbnica.l. analytical. financial. interpretative. judgmental. and evaluative factors. 

Spedal Situatloal: NONE 

Other !liprifk:aat ram pel't.ainiJII to tbJs posftioa are: I. Work may occasiooally require travel away from tbe oonnal duty station. 2. Work: requires supervision of field personnel and thus. requires bealtb & safety training.. 

CLASSIFICATION SUMMAllY: 

CLASSIFICATION STANDARD(S) USED: US OPM PCS for General Schedule Supervisory Guide, TS-123, April 1993, revised in April1998; and DOD Supplementary Guide to tbeGSSO. June 1993 (HRCD-7, July 1999). 
GS-14 Point Range: 
Total Points: 
DATE: 5 
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STANDARD PERSONNEL DOCUMENT 

Grade: PP-OR 

CLASSIFICAnON REMAR.KS: 

AfPC Free Flow Format 

DATE: 5 

Nurgbec 
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Resume (removed) personal privacy Exemption 6 




